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ABBTIACT f 

This manual for training supervisors in the Summer 
youth Employment Program (SyiP) contains a set of guidelines and 
suggestions organ;i2ed Into seven sections^ /Section 1 is a brief 
introduction* Section 2 describes determiiiing training^eedk and 
contains a sample task statement* Section 3 covers designing the 
training prograii. It includes' an outline for a supervisory training ■ 
prcgram. Preparing to tpach is the subject of section vhich 
includes a sample lesson plan, a c^art^ on job Instruction training, 
and an outline for a one^day workshop on training supervisDrs in 
-Slip* Ten training techniques (lecture, mini-lectures, discussion, 
biw% groups, demonstration, job instruction training, overhead: ^ 
g^stions and w^aundry lists," *case study, role play, and feedback) 
are described in section 5; case study examples and a role play 
section are provided* Training aids are discussed in sectiDn 6, while 
prograia evaluation is the subject of section 7, which includee lample 
guei*iona for evaluating the training. (This manual is designed for 
use with the , ••Manual for supervisors in syiP," which, with a ma^nual 
foy. youth in SlfEP and a guide for establishing and evaluating sysp 
worksites', is available through EEIC--see noteii) CMN) 
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A MANUAL FOR TRAININfl SUPERVISORS IN SY EP^ " • 

■ ■ . - ■ I . . I - -■ . . -- L - ■ ..LI 4 - - ^. ■-■ - ■ , , , , 

, . . . -r : ■ ^ - - ■■ 'ill . ■ . . ■ 

' . ■ . -:' ■■ r ■ w - ■ ^ . 

' - ■ ■ ; ■ ■ ^ . : 

I. IN TRQDUCTIOH ' * ' ^ V \ * 

Th£s naiiusl is daelgfied/ to ktl^^ you develop and, conduc t a 
pTQgTam to train' supsrviiors- for your Supi|n€r /Youth Era*" ^ 
plo^etit Pr^gr4m, j' . \. 

It is a set of guides and suggait ions rather than one 
best way to conduct ay training prograWi^:; Pass rapidly ovat 
matar ial that is f amiliar to vyou , t^ke what is *^ustf^l f or 
meeting your neads, and learn td change and adapt the 
material and training/ aids presented here to^ better meet 
your needs,, * 

We assume that you *have the "Manual for Supervisors in 
SYEP". a!nd that you will distribute that manual or a sii 
lar one to the supervisors whom you train. Therefore 
will refer to ahi not, repeat ma ter ial in that manUal 



II. DETfeRMINE TRAINING NEEDS ' • ' . ■ 

^ _^ ^. , 

To <ifsign and eonduet a supervisory training programs we must ^ 
know wh^ t ^compat enc ias Supervisor s possess upon entry to the' 
program, what tasks we want them to perform upon completion « 
of training, and the "comp^tenc ias jraquired to perform these 
tasks . . . < . 4 ' ^ - ' 

The job of the superviapr descri in the "Manual for Super-- 
visors in BYEP*' inclucies: orie'nting, asaigning j direct ing, 
t ra in ing V raq t iy a t ing J a nd counseling youth; keeping the you th 
informed ;^ ;|c^mlii%ting you th per formance ; 'serving aff^#L-rola . . 
model i linl^iiig the unit 's ytfrk ^ with that ^1 o ther unit s^;^ * 
plannimg ijad organising the work to be per formed''; .reportlitg ^ 
on progreaa; certifying youths' time and a t tendance^ tfecordr; J, 
and solving work problems. " ^ - 

Begin your planning by developing i "set o £ ta sk s fca t emen t s V * 
which describe the jobs to be performed, A task statement 
lis a generalizid description of the set of related fctivi'ti^fl* 
per formed by a supervisor to^ach ieve a s^ec object^ye, : 

Jhe following is an eKample.of the task sta tement.f or the , 
task: A "Reviewing a SYEP Par ticlpant ! s Ti^e Sheet"'. ^ . ^ 

Examines each entr^ on the Participant's time 
sheet .for accuracy, giving particular attention . ^ 
to the time recorded and identification data , 
making certain that each xelevant item has been ' \ 

completed* If /inspection indicates that th'C^ 
* tima sheet has been completed properly^* fer'warii ^ " 
it according to in s true t ions pro v id e4 by; the t 
' prime sponsor or -program age nt'| . to insure that . 
^ the youth will be paid the -proper amount on time*. ' 

/ If t he X t ime shpe t is inaccurate br incomplete j 
^; informs an^ instructs youth how to correct it, 
inspects it and followi' through as with- original 
submission*^ ■ - ^ " s 

DeterTrilna|fcion of tasks and the . competenc ies requ ired to^perfg^m 
each ta sk^r e usually bas'ed on observationof worker s '^ per form* 
ancej datar £ r om wo rkers' logs and interviews with workers. 
These appro a&Wes may not befeasible in the summer program. 
Use of secondary sources may be necessary? These include, per-^ 
sons who have obBerved aupefviaors in past years; analysis of 
the supervisory requirements' of planned projects; supervisory 
training literature such as "ManuaL^ for Supervisors in SYEp^J; 
expectations of ^hose who will be ^e ajpona ibl e for supervising 
the supervisors; '-and yecorfled problems, grievancei, and other 
r ec ord s " f com past year ' ' . ^ 

After the tasks tb be performed are identified and task state^ 
ments written, tasks should becategorizedin terras of "im^ 
portant'' or " less impor t ant " , The competencies needed to * 




pef::^o^mirithe^ t*iiti in each caitgor^ should trien be 4e£#rmin-^* 
et,4 stmrttiig with tho;se tAski itt the '•important" category. : 

T,ha competeitcies require^^ t^ak , ahoii Id ,b e identiT \ 

itr t^r^s of ktfowledg e » r§kill ^ a bility , judgment #nd 
.Thate terms are' defined as follows r ^ 

"V ynowle dge;^ - yhat the sapervisor mtiat know to * 
s\ . perform the task. , ^ 

. J ^Sklll - the nature and degree of expertneas f': 

i . w ' tne supervi ior rnu i fe pp i se ss , u s i,ng i^n- * 

: jortnation, equlptnentj tools^ and otheT * \ . 
; \ things to per form* the task. *r = ^ 

Ability ^ ths nature of work relat ionihips 
. , 'wit h p,e ople and the required prof icieo ay ' 
. in uhderstanding'^ working with, and in-i ' \, 

fiuencing ^peoplev particularly the y#uth , ' V. 
' supetyised;, to 'Uccompl ish the task ; ' . 

Judgme,nt ^- the capability to 'so^ve pro^blerai, 
m'ake decisions , iand exere ise ai^propria te 
d iscr a t ion ' in iti^ee tang 'finij^ rfeal ing with * ^ ^ 
■~ . new- and u.nexpjec t ed s * * , . . 

■ . ^ \ ^ ^ ' ' ^ ^ ■ 

- - ■ • ^ i\ , - . " , ■ . - 

Wil 1 ' the acceptance' of responiibil ity' and ^ 
the'^d^ter-ffliha tion required to^perform \ J ' ^ 

the . t a sk * . m ^ 

Knowledge ^ ski 11 s^j^nd ab il ij y are relativjaly independent 
competencies aTid can^ be def'ined so that t^^y do not over- 
lap. Judgmen t and wi.1.1 en t e r ^ to iome deg^e, in every ^ 
corape t ency , na eded ' to perfOirm' a task* These^ should be . = 
1 i a t e d a a c om p e t f n c i 6 a only if t ^ e y a y e^ r e qu i r e d t o a n 
unusual degree or if some^ apec tal kind, o £ j udgmen t or will - ^ 
is r equ irted , ^ ' V ' . ^ - ' 

After the competencies required for perfor m i ng. t h e im ^ 
yortaht;" tas^s are determined^ they should be g.rquped for 
training pur po ae s to T e du ce r'edund a'nc y , A nu^^er -o f super^ 
viaory tasks rttay require the .same ability td: g ive d if e£ -. 
tiqns to several youth in a group, e.g**, how to fill out. ; 
a form or how to use a tool. Giving instructions in one 
of these' requires the" same abilit y as giving instructions 



in the other] thus training woufd cove'r severa 1 tasks. 

The confpe tenc ies required for .thfe "'im^pbr tant " tasks are 
the minimum competencies rfeeded for adequate ,su perv i s io n 
The* gap between these a nd t h,e c orap e t enc i e s,. the su p6T v i so t s 
have mn St be closed by training, . « ^ 
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If 'tiro*e">nd othef regdutc es^ ar a avgilable for more tralnin| 
you, ahOuld go thifough the ' same process for the ■'less impoivt 
'ant" tasksC- =. ^ V' - * /. 

^A, certain training^ need^, is^^frowledgVj^^ .the 

Worksite agreement, ^'fhi^ spflLs ou t theXpto j ec t - s objectives 

and limits and provides *the primary guidelines for the super-' 

visor., 1 1 is impor tant * tha t' eaetf supervisor knows the termg 

of the agr^eement and hia'*or her responsibility , for carrying , 

tttestf ou t . / , . : , 

? /' - , ' ^ i' /' V ^ ■ • / , . ' ' . ■ ' • . . , - 

The following ^i^- an i axampl e o f a task statement* The task de* 
sdr ibed'.involAfef^ slitfpiif ying comple^ informat ion j making an 
oral presentation, and r responding to^^ou ttfs ' que s t ion a , Each. 
^^peCency ii; eategor i^H^aa "1 < lmpp#^tant ) "L" ( less.^im^* 
portantJiJn the aatne manner as the tasks, These categories . 
relate to the Importance in performing the task. Competencies 
acquired in per Forming thi s task would be transferable to 
other supervisory t^sksV such as instructing SYEP enroj^leesi 
in a ;Aar ticular sk^ll. 



^ , TASk' Statement 

Job - Sup#rvisQr SYEP " f 

Task Titl€ i Inform Youth of Attendance Rulas and procedures 

Laygl % In\^artant ' ' ' ' 

^ Task DescriptiQn i Jhforms youth of work time schedulei * att- 
andance rules, place to report, pracedures for signing 
- . in, reporting latenesses and absences, and the importance 
o£ following procedures and possible consequences of not 
following procedures^ answers questions r asks youth qu,es- 
tions to test knowledge of rules and procedures, and s;e- 
fers them to section of youth manual dealing with the 
subj ect . " ^ ' 

Q^jec^ives ;^ fTo make certain , that youth know and are awarq of 
.the importance of follov/ing attendance rules and proced- " 
« ures and to reinforce written instructions* 

Reguired Compejencieaj Knowledge of attendance rules and pror ^ 
cedures (1^. Skill in reducing complex written material - 
to a clear,, simple/ oral stat^ent (L) . Ablli_t^ to com- 
municate information and make rules and procedures under-' 
standible and acceptaWe 'to a group of young people in ^ 
an orat presentation (i) * Ability to answer questions in 
a mannejr to satisfy youth (1) * Will to get youth %q obey 
attenda^ice rules and procedures (I) - 

Training Need. *; Knowledge of rules and grocGduros (I)^ Skill . 
practice in ttaftslat ing written material to simple oral 
form (L) , AbiLiiY practice^ ir^ oral presentation and ans- 
wering guestions (i) ^ " ' , , 




III. PESIGNIISG- THE TRAININ G PROGRAM ^ : 

The astinAt.e of the gap betwein eompe^enc ies requi^ and 
coapa tene ies ppisessed ( i . e * , Cira ining need s ) pro;;irid e s a 
preliminary se| of>obj€ctivei for the draining program*^ 
These objectives should be' modified based upon ihe time 
and training resource* available^ what cap be reasonably 
achieved with these re sources , witb this grou^ of super-- 
visors, and the importance of each of the eompetencies for 
the supervisory jobi 

The objectives of the 'tra^ining program pre to encour^ga 
the* supervisor s to want , acquire , and. usfe tHl^^'lTuc iaf com 
petenciesr ' 

A draining design for supervisors should provide: 1 ) op-^. 
por tunit ies for inaividual*|art icipat ion; 2) prac tfca in 
the use of acquired compe'^tenc ie s I and 3) positive feed- 
back dn parformanee. The first two tend to reduce resis» ^ 
tance to change aijid reinfdrce l/arning as^eli as provide 
individual activities and a change^of -pace essent ial to 
keep attention from wandering.^ All three provide informa- 
tion needed tp keep the training on target. 

After training needs are identified and the tr a ining .*a*ffn = 
tent decided updnv the next step is to determine the 
proper sequence fo^ presinting the various topics. Se- 
quencing involves both linking topics to produce progre^s- 
sive, cumulative learning^ and scheduling in order of 
importance to insure that e sen t ia 1 top ic s wl 1 1 be cov er ed , 

The limited time available for training SYEP supervisors 
makes it essential that each program element includes ^more 
than gne competency* It is helpful if tr a ining ac t iv i^t ie s 
not only increase competencies but produce som*?thing of use 
to the supervisor on the job. For example , practice in 
planning and developing' a checklist of information sources, 
provides a valuable guide for the supervisor to use on the 
job , . , ■ - ' 

On the following page is an ou t lin^ f or a superv i sor y 
tr a ining program . The suggest ed dour se content and .t ima 
allocations are^provided for one day, two dayj an.d three 
day courses. Sugge s t ed in s true t io na 1 approac he s are in- 
cluded* , 
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OUTLINE FOR A gUPERVIgQRV TRAlMINO PRdGf^AM^^ ' ' 

_ - A^^Atad lugg^ated" TFajLnlng 'Eeehniqueg 



CQntent 



1 Pay PrQaram 



2 Day Pregram 



} Pav^ pr ogram 



Introduct ionr qbjaativeir of SYRP^r 
mot i v^t i na to l^^jn » ^ _' 

SVEP rules, ragula t ions ^ struct uca, 
with emphasis on requirements of ^= 
worlGsite agreements i 



2^' « mostly 
leetur^' 



4S' - Kalf lecture 
half discussion 



same as 
erooram 



2 day 



20* mostly 
lecturef pre^ 
pare, distrib- 
ute & refer to 
Handout 



4^* - ..safflo as 1 
day prigram? add- . 
itional dlsq^ssion 



. 60 ' ^ same a^, 2 
day program? 
greater detail, 
more discu.^Hion 



Expectations and nature of youth, 
community,' and work sponsbri what 
do these Mean for the superyisor? * 



15- - laundry^ 
list^ discuss 
list and present 
^^^^ ' - 



10 ' - same" as 1 
day, prate ram J more 
^tlme- for ' ea6h oIh 



Job of SVEP supervisor J general 
desdription of specific tasks 



75 ' - diicuss 
liB% based on 
literaturi^f ■ 
recture & dis^ 
cussion ^ 



Same as 1 day 
program. 



Same as. 2 day 
prdg^ajii 



Same as \ day 
program 



Discussion of each task and its 
relation to the requirements of 
worksite agreements 



7-^ * ^. lecture* 
discuBsiDni group 
analysis , examples 
and cases 



Samo OB 2 dBy 
pronrani 



Preparing to perform supervisory 
role" use elements in worksite 
agreentents, including weekly 
W'ork plan 



5 ' ^ ^u z z * ' 
groups r dis- 
cussion of ' 
group reporter 
integration by 
i nst ructor : 



90 * - same as il 
day progrjLms group 
deveto^^ a plan & 
achoduie 



LBO ' - game as 
2 day. program- 
'ind^vid'ual dom- 
onstration of 
se'lected elem- 
ents ■ ■ • 



Job Instruction Training (jiT) 



60 * - lecture, , 
demonstration by 
the instructor, 
k discussion 



1 20 ' - ^same as 1 
day program? ^ach 
papticipanfc pre^ 
pares JTT p^n 4 
Remonstrates with 
nelghbof ? further 
i diseu asloii _ 



1 S0>* - same as 
'2 day program • . 
individuals dom^ 
"onstrato .with 
in'Structor as = ' 
youthf use seu- 
er3_L ta_s^. ^ 



Case studies - general, related to 
typical supervisory situations ih- 
volving' two ot more aspects of 
* supervision f- spontaneous role plays 
corning out of discussion of cages. _ 



90' - group 
discussion and 
analysis? inst- 
ructor comment 
^ tie UP 



120 ' - sanie. as 1 
day proqramf more 
discussion & more 
theory; reverse '^f; 
role technique . 



360 ^ - ^ same as 
. 2 day proqran ? 
structurCfd role 
play', qamcB i 
Simulation - . 



Wrap up, 

_ e t c^^ 



integration with manual. 



30 - lecturei 
& discussion 



Same as \1 day 
^qaram^ 



Same as 1 day 
program 



Evaluation of each element for 
feedback ^ reinforcement 



15 ' - chart h 
describe? 3- 
point evalua- 
tion: highly 
satisfactory, 
satisfactory, 
unsatisfactory 



30 * - saMe as 1 
day programf dis 
cusslon o% each 
element 



Same as 2: day ^ 
program 
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IV. FREPARING TO' T-EACH 



Flaiii^ are issfntial tpole for pr epar ing and conduc t ing . a 
training iessipnj thfiy force the^ trainer^ to thjink throug 
how Co aohiavt' the sssiionaVs objgctivea. 



A well^designedlassoh plan i should 

Have r ea.X I s t ic/ j ec t ive B * 

* Have elements to motivate supervisors 

^ to acquire^ the de a ir ed . ^ompe tenc ie i . 

V ^ Insure that .each sub-division will be 
^ produotive and suppor tiye of the other 
snb^divisions * I 

' . - . • - \ ■ . 

{ : . . ' ' : ^ ^ / ^ 

:Ineiude opportunities for supervisors 



to^ try ou 
^ stra te ''an 

^ Insure th 



t new approaches and .demon-^ 
ff.test their competencies 

at supervisors leave the , work =^ 



shop wit h^ concrete , usef u I raa ter ia Is 

Include "faedbick to test supervisors for 
the compe t\enc Le s to -per form t he cruc ia 1 
taaks « 



On 'the next page is 
niore complete than iany 

lesson plan is a sampl^ of "Job Instruct ion Training, ^ 



illustrative lesBon plaiij p^dbabl] 
of yours need be . = Following the 



J LCSSON pUHr I'JOB IHS^UCTIOW TRAINING'' (JIT) IN CHiC^ TIW JHEETt . ^ ' ? 

^ i. B#fckg?a^r Ho».t SViP lupprvliari are niwly-tppointtd with UiinitBd iuptrviiory iicpirUnsa in iupar* 
viairtg youth'of the SYIP »ie^rr©up and baekground. hive n@ known conipetin§iei in the artai 

^.covered by fcHit 'tetaion, ' ; " ■ „ / • 

, 2- ' Sgiiibn' Ob ja€ tivea r ta * tniurf that auBirviaora knov Y\Qvt ca fill ^ut youthi* time ihetCf and are ' 
able^to uAi to inaErucE youth by^acquirini the foUowing competfnciei : 

■ ■ a;' 'KnQwledg^e , . V * « ~ . = 

il). purpose of time ihit&, the impprtanceof submicting trror-free f orms , the pfop¥r forrt 

to uig, the meaning of each item on tht^ form* and the appropriate r^gponie to taeh itemi 

2)' fhe elements of JIT^and why eaeh element is included. 

b , Skili " , ' \ * 

1) to fill out a time sheet and check time, ilieets for errors^ 

2) to break down thy task into discrete activitief , prepare a plan to instruct, get needed 
materials i and arrange for an appropriate place for instruction, 

c -.^ Ab i lity - * 

^ i) to convey importance of filling out form properly, instruct youth how to fill que Corrni 

and show youth where they were right or wrong in a manner to reinforce learning- 

2) to demons t'^race. and instruct using JIT, 

.i d; Judgment and Will No ipecial requirement s , - , . » 

' ^^ntyt : Information for filling out a time sheet and iiistructional material on JIT. The most dtfs- 
irable prgeedure is toi , ' 

a, teach the supervisors how to fill out the time sheet using JIT; ' ' - =^ 

b, have, some of them demonttrate the use o^ JIT by instructing others how/to fill oujc time sheeti 

c, diswuss the technique and its application to other ^sks > 

4, Subdivisions and Training Approaches : : ^ ' ^ ^ ^ 

a. Review importance of ort-the-job training; lecture . , . i - 

by Explain JIT-^ lecture \ . " 

I 

c. Value of each JIT element^ discussion 

d. .JIT using "filling out a time ,^heet" as the content; dembnatrat ion 

e. Supervisors audit each other^s time sheets; participatiot^ and reinforcement 



f. Several supervisors demonstrate JIT; dmnonstrat 



ion artd practice 



s cuss ion 



g. GeneraliEe JIT to iristruet in o^er areas; disc 

h. Supervisors prepare a plan for initructingUn another area^ participation, and reinforcement 

i. Critique of plani an ^des igns ; participation, r einfo^cemAit, peer feedback 

j, Some supervisors demonstrate by using their plans; participl tion and practice ^ ^ . 
k. Identify problem areas to tie up loo%e ends; diicuiaion and reinforcement. 



5. Training -Aidj: Sample time sheets, and instructions for f 
for instruction in filling out a time sheet. 

6, Sequence ; Can^ follow order in "4*' above. 



filing them out, and JIT forms completed 



«H ■ .1 le"'th«n one hour la Vv.Uable, it may he ntcasiary to eliminate JIT 

Bne.rlily and ..mply d,aeu„ tmn.ng approach.a and u.e spqne.n.ou. roli play for p*rc ieipacioL 
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8. Evi luat ion = Cheek ability of aupervi.ora to uiffJIT. A,k iupervi.ora and their superior. ,o 
after tracing about the degree to which JIT^wai u,ed;, =heek on degree of leaW'g by y"u" 



JOB iNSTRUCTION TBAINING f Jlj): nillNG OUT WEEKLYj TflNE ^HEET 
(Nottr ust yo^ own prd^am's tlmt ihtet and ada^t this ma^trlal to itj 



UHAT you DO 



WHAT'ypy SAY 



1 « Stand up In fi^nt group 
uand hold up pid of time ^ 
sheets. * 



Befoff you git ltanrtd'f.Qn^our first day's i(#orkV' ! want to ^hdw/ 
yoy how to fill 0^ 4^|rj^f1yVt1mi ihetts.. This U impoftaflt 
because, unliis t^^^f'^^^y^^ o\it correctly^ you won't n§t paid! 
JOfTii of you who jitt'ii^i^^Kt tummtr programs know ,w6at~ happen i 
whin thisi shiitf a^ftmll^ione Hghtf Jt*s not hard. to fill ml * 
If you learn the correct ^iay. I'm golnn to ^how yoii how to f^l . 
it out oni stefi at a time.* t' you have any questions while I \rn f 
doing this, go ahead and ask ^them. ■ ' 



Tfar off one itiiit for tach 
youth and pais thi'm ^out. 



Here is a §hiit for each one of you that you can use to practice = 
on. If you need more, I have pTinty here. 



3. Hold up a pin, 



^ Tim# ihiits muit bi filled out In; Ink, Penc1l^aig"net allowed. 



4. Point to box label id Vweek. 
1y Time Riport'' and to ho% ^" 
labeled "Part Time" . 



4, Where it says "Weekly Time Report" you will place an*"^Aln the 
box labeled "Part Time" , Dri it the same way each week , \ . 



.5. Point to box labeled "I.D 
No." 



i. Point to "Name" hm. 



5. Vihere it says- "1,0. No." write in tha^ 1 denti f1 cation number^ou 
were given and }f#h1ch is pri'nted. on your ^identi f icat ton card.. ? " 

' .• % ■ A ' ■ 

6, In the box lahiled "Name", print your first na^ne, f^iddle initial', 
and last name. Hn 1t*^the same way each week, neVi't chanqg it, ^ 



* 7. Point to box jabeled "Title" 



1. Print your Job title in this space, no it, the s*lm^ way each week. 
If your title chanqes, put in you A new title/ 



a. Point to box>%be!^d "Week 
beginnl ng MoiWay" . 



B.'^Write in the correct date.of the Monday 'heginninq yoijr work wepk 
In this box. Use numbers for the month, d^y and ^ari\?/10/flO ii? 
July (seventh month), tenth (day), l\9R0 (y^ar). Do thl\s every '*f)n'^rty. 



9. Point to the sect Ton labeled 
"To Be CompVeted By Employee'* 
and t^e various columns as 
they are di scusSf d. , 



10./ Point to column labeled 
"Remarks" , 



11, Point to column labeled 
"To Be Completed Ry. 
Superv i sor" 

il2. Point "to boxes labeleH 
"Employee's Signature" 
and "Date", . 

13. Point to boxes labeled 
^ "Approved" and "Date" , 

14. Afiswer ques lions, 

15. pive^pens.to those without, 

16. Observe youth , 



17. 



l^^^poie fl.ip chari wl^h time 
sheet correctly filled out ' 

19, 'Answir questions and resolve 
differences 

20. when all difftrfnces are 
risolved and questions 



9i Each day when you come to work jjou wi\l 1 enter the exact '\i'Ti^ 
you arrive in the column labeled "Morninq In'' , ^hen you Krea-k 
for lunch, enter the time in the column labeled "Morn i nq 'Hut^' 

^ When ynu rltufii from lunch enter the fime in th? column laUUd 
"Afternoon In", When you leave for the day enter the timrTn^ 
the coi4fin labeled "Afternoon Out", and put your Initials i^'^ 
the box labeled ^^Initials of Emoloyee". In no'case are^ you' peii^ 
mitted to sign in and out at thf same time, i ■ 



10. 



f you are late or absent print the reason why on the line of 
the day It^bippened. You will he given copies of the policy on 



lateness and absence. 



11. i w1 1 r put the dai Vy total of your hours in thi h box . At* the 
end of the week [ will add them up and put the total in this 
box. You are not to do this. I will. Is that dear? 

12. At ^he end of each week ybu will check the total number o.f hours 
and If we agree" it is correct, you sign it where it says "Emplqy^ 
ee's Signature" and fill In the date, In, numbers, when y6u sign. 

13. ^1 will sign and date yogr time sheet in these boxes. Make sure 

' you see me do 1 1 > * ' ' 

'14. Are there any questtons? 

15, Does Gveryone have a. pen? If nolj- I can lend ypu one. ' . • 

16, Now, fill out the time-'sheet for this week. 

1 7 , E^ohange time sheets with your neighbor.' ' ' ' = 

18, Each time sheet should look like this.. Put an "X" where yoii ■ * " 
think there's an error. 

19, niscusi the mistakes w1th*your neighbor whose timf sheet it Is 
If you disagree, tell me, and I will resolve It. 

^ % - 

20, I think we all Nnow ^ow to fill ouj time sheets now, and thtfe^ 
should be no reason for not jatttlnd oaid nn' t.imm 



A ipin^^Qfi" from the lesson pi 
given to the supervisors. Th 
their uncertainty aboi^^ the s 
an aid Co their memor y T T h ^ 
o ne a'y su per V i so r y workshop. 



an is the program outline to be 

is useful for* alleviating 
ession.and providing them with 
following is an outline for a 



OUTLINE FOR A ONE-DAY WORKSHOP FOR 
TRAINING SUPERVISORS IN SUWER YOUTH EMPLOYMENT PROGRAMS 

9 ; JO ^ 10 : 30 am , Overview ^ 

a. Inc roduo: t ion and objectives; schedule for Che day 

' b. SYiP = what, why, h^i# ^ rules 

ii , Re Lat ionih i pi ifflong different aponsor levels 

d. Worksite Bponagr ^ ehvar ac t e r i a t i c s and objeLtives^ 

Worksite agreement - role and content 

i. Youth ^ cha raj t d r 1 ^ t i c 3 ^^^^ ubjetLives 

^ ^ .. COTranuniEy vLewj/ expectations, ifnportdnwe 

.;h Your op pQ rCunity aa a sup e r visor 



LL); iU - O am Break 

10:45 ^12; 3U . Job of tTie bYbiP bupcfviaut Kuld aiiJ L^Lm k^-nt^ak ^ 

Implernent tu^ thv yarHslLe ag^r e s:me ti L . pii i pu a tf ^ u-^^ ^ h 
' activities^ Ll nie and attEEii dance rettjidSj njuiiltijiln^ . * 

^Up4^i: V kak : ^kai\Uiii^^ gtriLd^iliii^^ «S3lg5iLli^. iii^J L I V ti i i B 

communicating, disciplining, evaluating ^^^avior and 
work ptj r t ormant L- , pEoviditig tciedbiiLk^ 1 1 a i n^y^ and 
* p r o b I v rn s C.5 1 V i n g 

Adm I n i 3 L t; t i k^i} \, i i . . i s , t e ^j..^ . i i . , u.^ I 4 4 u i ^ 

c 0 n t r o 'and i k l e r i a 

be f V iij^ Y0ti It, u i 1 eii t i ^ L h 1. ^ i 1. 1 ^ j = l r i ^ J j l i 
work, resolving tOfifliut^, ^eL£_>n^ paid l Oiin a e I I ng , 
pft)ViJing HuppOtL 3civli.es ^ Heivlnsj its d lOlt model 



A work she p t (how) 



4 . 4(j - ■') , UiJ pin 



W I a fr^ Li p i i v L iiV t day an d 



i 



/J 



V. TRAINING .TECHNIQUES 

There are many training methods and techniqufs, Each has 
advantages ind d i sadvantage ss It is important to be famil- 
iar, with these so that you can choose the most efficient 
and effective means for achieving your objectives. Some 
yariables are: ^^-^ 

* the time avial^bl^ for training 

- the numbertof trainees » 

^ training resources available 

^ characteristics of group to be trainedj 
'including their competencies 

^ the organizations in which trainees will 
perform - jj^ 

^ the nature and the level of Lh^ cump^^ 
tencies to be acquired 

^ the degree o£ ex pected change in trairiceii' 
competencej i.e., training objectives 

^ how trainees will iise their new cumpeten- 
c i e s . 

The fuliowing are brief desLiipLiuii^ ui luwie ^ o mni on l r ^ i m 
ingtechniquesi^ 

1 . Lecture is an oral p i e & e n l a t i u n o t i n t o t eh h l i o u 
it ia the most economical raeaiia fur Lransmitting inloriiia^ 
tion. When the material is catefvilly organised and well 
preseuLad, the lecture can lead to ra^. id learn iiig 1l ti^ia 
little value in effecting u h a n g e ^ in a t L i t u d e u r . li a i o r 
The paasivity of the audience leads to a dropping utf uf 
attention if the lecture goes on t o u lung The e i f e c l i y t; 
ness of a lecture ca J^^b e increased by J 1 s L t i b u t i ri g the 
"Manual f^-^r SupeEvisors in SYEP" la auyanue and pr..viJi..^ 
u p po r t u n 1 t 1 e s for group J i ^ c u a a l ii and a q >i e b t i o i\ a [i d 
answei pet iud 

I Miui l^i^t.i^^ li^ i.^rt i ... i 11.. 

1 c t L i ^ (nut to exceed i 5 i . u t e ) ti h e . u 1 f u , l u t t> J u i n 
a subjet^t or extjrciBe; suaimaLizing wliat tijok plat.t in a 
case discuBsion exerciae or simulaiion; presenting some 
special aspect or elaboration of a s u b j u c t ; and p r v i d i li ^ 
a breather in a^ set of e x e r c i si e s It i h ii e c e « r y to use 
the mini^lectu r^ exLenaively in a ^ne day supervis^iry 
program for new SYEP superviaorsi in oider to get acio^ia 
all the material. A mini^lecture; full owed by a ehort 
question and answer period is a useful format. 

i i 



i4 



3\ Discussion is a form of conference in which the 
ins true to^ ac t s a s a conference leader and participants 
contribu^ and exchange information and ideas. The instruct, 
tor may make a short (mini) lecture to start things off or 
to summarize what happaned at the conclusion of the session. 
During the rest of the session the instructor plays a passive 
role or asks questions to stimulate discussion but does not 
usually provide answers. Discussion is a good technique for 
bringing out questions, fears* and /d i f f er enc e s . Par t ic ipant s 
are active' in the learning process and discussion can lead to 
changes in attitude (will) and to^ increases in knowledge and 
ability. This TOethod is less useful with large groups. 

4. Buzz Groups are s variation of the discussion 
technique which attempts to overcome the problems presented 
by large numbers. Eac^h individual is assigned to a sub-group 
of four to six people* EacA sub-group is given the same 
problem J issue, or situation to discuss and to report its 
cunclusions back in five to teil [ninutes. GtQups orgaiii^c 
themselves. This method is ustitul if it is desirable to g^L 
everyone involved. The ryfe is mqch less iustiuctor input than 
in discussion. , ' 

,/ 

b Demonstrat do n is a live iliusLititiou ot the viss of 
a skill or ability, /Its effectivene depends upon the abil^ 
ity of the instructpr to get the trai n e e s to in e n t a 1 1 y go 
through the sequenpa ot activities being deEnonstrated. The 
challenge is to gyide trainees step^by=step in the perform^ 
ance of. ttie tasks. This technique can be higtiiy satisfas^toLy 
for introducing trainees to a new competency, to a new use of 
a c bm petency they possesBj and foi improving an s^xi sting cwm 
petency. Demonstrations are most ef^fective where groups are 
small and trainefi/s are given, time to practice and demons Lra.t& 
their competence. 

6 . ) u b i u 3 L L u V. L 1 u II i I u 1 n 1 i t ^ J 1 i ) . , . ti* t i 1 1 w s i i i I , w . t * . t 
ici^L iiLc aiid demonstrat i;on with participant explanaiion aLid 
derii oust rati on and instructor feedback. 

U^ie;i.4uine Lrainee knowledge and views and lo motivate Li,ei» 
participaLion The "overhead" questiun is dit^ct^d at Lhe 
entirA group L u provide the b^^is for discusgiou or to gen 
e r a t e p^^o ssible ^olution^ to a prDblem The "laundry list" 
is a variation of the "overliead" questiun where reapunses a., 
in single worda or short ph rases whicli will be discussed in 
moie detail, Trairiees" responsea are listed un a blackboard 
or flip chart so tha^ the^ can be referred to during the 
discussion. The problem census, a catalogue ot concetns drawn 
from the trainees, is one type ot laundry li»t Once the list 
has ceached a reasonable size and few additional new ideas 
are expressed, the trainer asks the group which are the most 
important. Discussion focuses on tlie problem deemed moBt im- 
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forCant, using overhead questions such as "Why is this im-^ 
iprtant?'* ''What are the possible ways of dealing with it?" 
ind "How can success be measured?" * 

^* Case Stud y presents participants with a reas^n^ 
ably complex problem, situation, or issue for analysis and 
solution. It is a method used for practice in a number of 
competencies and judgment and pr o b 1 em ^so 1 v i ng skills. It 
provides practice in analysis and presenting a point of 
view. The case is usually a simplification of a real situa^ 
tion focusing on selected elements. Case studies are best 
when they relate to situations supervisors recognize as 
real. The following page contains, three examples of case 
studies; the first example is given in some detail while 
the otljer two describe situations which may lend themselves 
to the case study technique. 

9, Role P la y is a training experience in which 
participants act out relationships and test their abilities 
in a problem situation* Role play types vary from ones 
using formal scripts which define the situations and', the 
roles to. be played, to apontanfe^us acts to teat a proposed 
solution to a problem or to illustrace a point being made 
in a discussion. Role play, is a valuable te c h nique for 
helping supervisors increase their abilities in relations 
with other people. The technique is extremely useful for 
getting away, from generalize d calk ajid returning to concrete 
reality. Role plays should^ be kept short so that the en = 
tire case can be reviewed. They have litLle value if theL^ 
is poor feedback. A useful variation ia c^vcise role play 
where half the participants play role A and half role B, 
At an appropriate point the instructor asks the playeis Lu 
discuss what happened. After a brief discussion they re-- 
verse roles and compart; impressions. On the. tuli owing page 
is an illustration of a role play script 

ti 1 p m D d i I their b h a^v i o r patterns 0 t h t p a . t i c i p ij t l. 
trainers, a u d o b s r v e r s c a all ^ o u t r i b u L e i o t ti e p e i s o ii ' .. 
learning. It is an imp*jrtatit ttahniqiie fui ittlnf-tLliig 
learning as wall as identifyiiig a teas which itquiie rtddi 

t i u n a 1 w r k H r * e as with s u p l V l s l ^ li p u i t 1 v e i 1 n 

force iUfiit t^iiUs to le luore t.ffecti^e thai, negativ. ..iii 
1 c ism 
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^ " ^ s ^ ^ ^ _ _ 

CASE STUDY EXAMPLES 

Ht* Brown, a bureau^uperviior in the Tax DeparCmenCp found 
his secretary, Miis Green, cryitif^ when he came in* After Miis 
rten calmed downj sha laid that (she did not want to eontinue 
o work in the same office with iS^year old David Jones, a SYEP 
worker, Mits Green iaid that David kept brushing up against her 
and that he had juit made an overt advance which she had repulsed, 
Brown at once called David into his ^-fice, beraced him for his 
behavior and told him that the SYE^^ftfice would be nQtified to 
f^re him. David denied the accuiation vehemently and both became 
angrier and louder. Brown orderid David to leave the premiiea, . 
David refused, saying that he had been assigned by SYEP and not 
by Brown. Brown ^final ly called the security guard who escorted 
David from the building without further resiitance. 

Questions Cbr Instructor to Aak^ 

a. What alternatives did Brown have to informing David 
that he was fired and ordering him from the premises? 
Discuss each response. g 

b. Did Brown have any alternative to Lalling in security ^ 
after David refused to leave? 

^. What would you have done differently if you were Brown? 
Why? (List pointi on a chart) 



At a worksitei a gtoup o£ youths were seen sitting on the ground 
in a ,p layground , calking and horsing around, while their super^ 
visor was cdrefully painting a bench in the background. 



i A y<^uii^ WQjmau L^Limd a Qleafi^up ctmw announced lo h^i supec"^ 
visor that she was gd/^g to be a legal secretfry and she did not 
intend to pick up ^ar^ge. 



"role PLAY^ SltllATIQN; "IT^ Don ' t Want TKem~Here T^ ' ' ^ ^ ^ 

A group of sevtifi iYLP workers have been working for tuui weeks in a 
housing pruj^ct. v^iile the youth work at diverse, jobs in different 
locacious and wiLh tiifteraiit regular employees-, a crev cliief, Mike 
Smith, a il^year old college junior» has been assigned to thip work^ 
site fur overall supervision There have been a few couiplaints from 
Btaft abt^ut some you the' behas/ior and' a lew f i om yoiiths about not 
being given any teal woiK, but nothing Very seriuus. 

Ljiiklng the £A t t U week, LTieLE; waa a rash ut petty thleva^y i n the 
office and fhe rua^i n t e Asnc e c i ew '& loekei area= No evidehc^ puints 
to any parLicuiar culprit, fiowevet ^ several regular eniployees inform 
Mike that they don't trust the SYEP youths and won't work with them 
any 1 onge c 

Mike calla Lhe? youths tugelhei L »^ dla^usd Lhe ma t t e I wlLh Lhein, 



Ro le Pi ay ; Lhe instiuwtui aelecta one person to stfive aa Mike with 
the rest of the participants serving as youth in the 
work crew. 



After a few minuteSj solicit comments and switch roles 
if deiirable . y 



VI, TRAINING AIDS 



It is deiirable to prepare materials in advance to pro* 
vide needed inforraation* /This perrtiits more careful con- 
tent' selection and pre pa nation^ Prepared materials help 
you to time your presentation more accurately and keep 
up a sharper pace^ Belop are some suggt^ated aids. 

1, The "Manual for Supervisora in SYEP" should be 
used as a training aid and not as a training program. If 
d i s tr i bu t %d ^ in advance /and brought to the training session 
reference can be made no specific sections during the 
session r The participants should be encouraged to add 
comments to the printed material to make it mbre useful 



2. The simpleAt training aid is a chart, A pre- 
pared chart take$ th^place of material the inatructor 
might, under otl>'er circumstances, write on a blackboard. 
Its use tends to increase the discussion level and pace. 
It is not necessary to have charts prepared professionally 
They are usually more effective wh en homemade^ hand let^ 
teredj on newsprint. The following is an example of a> 
prepared chart for use in a lecture on orienting youth/ 



5 WfcjtkbGhavi 



0 NtJkh l^i-^I^^&kiiiJ 



i 1 i L. . i 



J 
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3, Case studies should be prepared in advance to fit 
the kinds of problems and situations that the supervisors 
can be expected to face, A case study need not be long or 
complex to stimulate learning and discussion. In a short 
supervisory training prugram it is best to ke e p c a s e s - s hp r t 
and simple and to , use chem to focus onj^raprpving skill to 
think through and plan appropriate action i n , " hum a n r e 1 a - 
tions" situations. Use real experiences for case studies 

as the source, simplifying them to focus on the learning you 
wane to take place. 

4, Use copies of actual forms, time shaetSj and 
descriptions of the processes which will be used on the job, 
Theafe make the best training aids for instructing in their 



use 
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be prepared. Tapes of case studies and 
lustrating correctly and incorreccly coi 
struction and d i s c u s s i o n c a n be prepared 
supervisory training filmg aie not appi 
supervisors. However, theie ate a few 
utilized. *'Dua't Just Sit There" is a i 
Manpower Education Institute which stresses the importance 
of good supervision. "Somewhere Tu Go" is a film prDduced 
by the Media R e s o ur c e ' C e n t e r ^ o f the Employment and Training 
Adminiitrat ion whtch outlines key elements of successful 
\^Jr ograme, including the imporLance uf supeLvioion. 
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VII, EVALUATION 



Evaluation provides inf ormat ion to change a training pro=- 
gram or sesaion in progress and to redesign a training 
prograra for the next group of trainees. The attitudes and 
pirformance of the trainees during the tr a i ning ,se s s io n ^ 
provide information about the need for change. 

a 

,Unf ortunateiy^* chinge ia not easy. The mini-lecture is 
^ "^^i^^ technique for stopping inappropriate discussion 
and t& get.^going in the right direction. '^I t is desirable 
to keep, some material and exercises^ e.g., cases and role 
plays, in reserve to facilitate rapid change. 

Sources of information for redesigning a program dnclude: 

^the viewSj knowledge, etc. of the 
Ipartipipants at the conclusion of the 
training 

- their views, knowledge, etc,^ some 
time after they are on the job 

^ the opinions of observer s of the 
performance and behavior exhibited 
by the trainees on the. job. 

On the following page are some qutestiotib whi.u ^uuld 
aaked to gather this infos mation. 



S^LE QUESTIONS FOR EVALUATING THE TRAINING 

Queetions for Supervisota at End of Training Course 

1. How much did you get^ from the training? (set up an eight point 
- scale ranging from "nothing'' to "vary much".) 

2. Did you feel free to participate and ask questions? (iet up an 
eight point acale ranging from "no" to "very much".) 

3. circle the words that best describe how you experienced th^^ 
training: acimulating, boring, practical, impractical, rewarding 

^ a waste of time, other (specify) 

4. What were the moat helpful things for you in this training? 

5 . iJhat were the least helpful things for you in chLS training'f 
0 WhdL didn't yuu g^L from the tiaiuing lU^l yuu wauL 



Questions lor S_u^et vigors at Lei 5eiit^ ^jci Ihy Jub 

1. How useful was tht^ trainLng piu^iara in prepstlug yuu tuk ulit: ] ub 
(set up an eight paint acale ranging firom "not ai all' v^ry 

2. What turned out Lu be the iTia^L usetul eiernent^ in the ttaliilug' 
J, What tUEued auL tO.be trie leaBL useful elemenL^ iii Lht; Liaiuiu^? 

^ WbaL ahouLJ LfiC L I din lug li^'^^ ifsal It JlJu'ir 

5. Othei t ecommendat lonB tui tmpiuviug the Liaining./ 

UuEfStltJnd £ui Ubst^iveia ut b u u e i v.J. a u i a Cjn L he J O b 



L ill what ^ vJinp e t e i i t- 1 e 3 w e t e a u ^ c -i v I s o t & i ^^a^ . . , i j ^\ . . » * » 
AfLer they ^ere on the job for a whil^? 

A t L e t E hs: y were on Ll s e j ub f 0 r a wh i 1 ^ f 

) U 1 U £ a liiG ^ » i C 1 t i U i J t/ I i 4 3 i i 1 . i s L 1 a I i , ^ . . .i^.^ L. t ^ i 1 . .1 

^ Wlial LLal4,iUg, LtilUk, w^itilJ ptej^dl Lhfe bti^uL t,,* hti.siit, 

Che j Q b f r uni E 1 1 ti 1 1 r s L day? 



